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[CLIENT LOGO]
                         Laboratory Material Management


1 Purpose

This work instruction provides specific instructions relating to the management of material within the [client name] Facility.
       This document applies to all Facility Laboratory staff.

2 References /Definitions
2.1 References
	Name of document
	Document Control Number

	Insert list of reference documents here
	

	
	


2.2 Definitions / Abbreviations
	Word (s) to be defined/ Abbreviation
	Definition

	Add words/abbreviations to be defined, if any
	


3 Flow-chart of Process








4 Receipt of Material
	Step
	Description

	1
	If .........

then..........

Critical material

Follow the instructions in the Material Management Procedure

Non-critical material

Follow the instructions in the Receipt of Goods Procedure.




5 Material storage
	Step
	Description

	1
	All material received in the [Client Name] Facility, must be stored appropriately.

If .........

then..........

Critical material

Store according to the instructions in the Material Specification

Non-critical material

Store according to the manufacturer instructions.




6 Material flow 







7 Disposal of material
	Step
	Description

	1
	· Place all material waste in to the appropriate receptacle.
· Gloves and safety glasses must be worn when handling waste.

	2
	· Waste must not be placed into ‘Insert Clients own mode of Material Transport ie: Pass through Hatch or similar’ 

· Remove waste bins from the Clean Room following the diagram below.

	3
	Place the waste in to the yellow bins in the Stores area to await pick-up from the waste disposal company.


Insert flow diagram here
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Material Storage in Client specific facility
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